
Expedited Service Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request expedited service regarding [briefly state the issue or service 

needed]. Due to [explain reason for expedited service], it is critical that this request is processed 

as quickly as possible. 

Details of the request: 

• Request Type: [Specify] 

• Desired Completion Date: [Insert Date] 

• Relevant Information: [Provide any necessary information or documents] 

I appreciate your prompt attention to this matter and look forward to your swift response. Please 

feel free to contact me at [Your Phone Number] or [Your Email Address] if you have any 

questions or require further information. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 



[Your Phone Number] 

[Your Email Address] 


